Filing in CM/ECF

From Start To
Finish




At the office...Creating the PDF
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“Printing” to PDF
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Naming the PDF file and it's Location
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When we Click on “Save”.. The PDF Is
Created
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Adobe Reader Opens and the PDF we
Created Is Displayed
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» Questions on PDF Creation??

» Now We’re Ready to File the
Motion in CM/ECF



Now We're Ready to File the Motion
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Just In Case......

If you get this
screen, someone
else is logged on
with that Login, OR
the cookie still
thinks you're
logged in.

If you press
“Continue Login”
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IS logged on, they
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on, the process will
just continue
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After We're Logged On, We're Presented
the CM/ECF Menu Bar
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The “Civil” Categories are Displayed
Click on the Motion Category
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Scroll Down and Select the
“Extension of Time To Complete Discovery”
Transaction...Then Click “Next”
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Enter The Case Number Iin the Text Box
and Click Next
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Select the Party Filing the Motion and
Click Next
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Click On Browse and Select the PDF of the
Motion to Extend Time and Click Open
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Adobe Reader Opens and We Verify It's
the Correct document we want to upload
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Click On Browse and Select the PDF of the

Motion to Extend Time
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The Filename Field is populated with the
Path and File name of the PDF document
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The Filer can select Identifiers for the “type” of
Motion Being Filed (Optional, Can Be Left Blank.)
The Filer also has a Text Box to Enter More
Descriptive Information about the Motion Being filed.
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We'll Leave the “Type” of Motion Being Filed Blank.

We'll Type in Production as the adiitional Information
and Click “Next”
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Any Text Entered by the Filer is in Italics .

The Name of the Person Docketing the Entry is Displayed

At This Point, When the Next Button is clicked, the Entry
IS FINAL
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ne Electronic Receipt — Part 1
nis Is the Information in the Notice of
Electronic Filing (NEF)
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The Electronic Receipt — Part 2
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The Docket Report Shows the Entry
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